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Chapter 4
Entering a Formal Complaint

Chapter Overview

Introduction This chapter explains the process of querying a pre-complaint and changing
ﬂz the statusto aformal complaint. For example, a pre-complaint record was
i previously initiated, and now the complainant wants to proceed to a formal
complaint. It describes the contents of each of the alternate regions and
taskflow buttons that store data throughout the process.
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Entering a Formal Complaint

Accessing the Complaints Window

Step

Action

Onthe Navigation Ligt, click Complaints Tracking — EEO
Complaints Tracking — <Open>. The Find Complaints
Window displaysto either query an existing complaint or enter a
new complaint.
B Find Complaints =0l
Docket Mumber
Camplainant Name

Complainant S5M

Stage

[iClass " Remand
[~ Mixed [ Consolidated % Active

Clear ‘ Hew | l Find |

To query an existing pre-complaint record;
» Enter datain one of the top three data fields; or
» Enter more than one of the data fields and click <Find>.
Note:
» There may be more than one record for acomplainant. If a
complainant has multiple records, it will be indicated in the
message bar at the bottom of the Complaints Window.

4 Example:

Count: 14 “w

* Usethe Up and Down Arrow Keys to scroll through the
recordsto find the one you need.

* You canview all your records by using the LOV inthe
Stage data field to make a selection. For example, if you
select:

» Pre-Complaint, all the Pre-Complaint records display.
» Formal Complaint, all the Formal Complaint records

display.

On the Complaints Window, change the Stage data field by using
the LOV and selecting Formal Complaint. Notice the rest of the
Header remains the same.

Continued on next page
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Entering a Formal Complaint, Continued

Completing the For mal Complaint Alter nate Region

Step Action

1 Select Formal Complaint from the drop-down menu to display
the Formal Complaint Alternate Region datafields.

ZE COMPLAINTS [_[of=]

Diocket |[BIeE Complainant Mame |Myers. Mr. Doug
Stage [Pre Complaint Social Securty Number [144-00-0000

o | Formal Complaint E B e T T S =R e ey P

Formal Camplaint Filed
Acknowledgament Letsr
Clarfication Lethar

Compl Resp fo Clarfication Lettar
Forwarded tor Legal Review
Fetumed from Legal

Latter Typ=
Letter Date
Diate Leter Recevad

Complaint People | Claims | ADR Corrective Actions Appeals

Ag‘eg_wﬁppenlsl o Person |

2 Usethe LOV to enter caendar dates in the data fields.

Save your work.

4 In the Formal Complaint Alternate Region, click the drop-down
menu to select the next Alternate Region, e.g., the Investigation
Alternate Region. The remaining Alternate Regions are explained
as you work through this chapter.

w

Continued on next page
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Entering a Formal Complaint, Continued

Investigation
Alter nate Region

Step

Action

The Complaints Window displays the I nvestigation data fields.

EXCOMPLAINTS

Docker {m Complainant Name |Myers, Mr. Doug
Stage IF'I'E Complaint Social Security Number [444-00-0000
g B
-
Inveshigation Source |
[ Investigat — Report of Investigation (RON
Diate Reguested ;
A Date Agency Feceived
Date Reglest Recaned ;
: Date Comp-Rep Becaived
Date Assigned
r! igati — Opftiong Letter
Diate Stared :
Options Latter Date
Diate Endiad 5 —
— Date Complk-Rep Recaived
Drate Eximncled
Exension Description CompkRep Besponse I—

Enter required information in the I nvestigation Sour ce data field.

Enter calendar dates in the remaining region data fields by using
the LOV or typing in the information.

In the Investigation Alternate Region, click the drop-down menu
to select the next region, e.g., the Offer of Resolution Alternate
Region.

Continued on next page
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Entering a Formal Complaint, Continued

May 31, 2002

Offer of Resolution
Alter nate Region

Step

Action

The Complaints Window displays the Offer of Resolution

Alternate Region datafields.

(= coMPLanTs  [MislEq
Dockat % Complainant Hama [Myers. M. Doug
Staga |P"? Camplaint Social Security Number [444-00-0000

Ciffer of FBesolution
Compl-Sep Racehed

Date Compl-Hep Response
Signad

ComplRep Responsa

Descriplion

Usethe LOV to enter dates in the data fields and enter information
in the Compl-Rep Response and Description datafields.

In the Offer of Resolution Alternate Region, click the drop-down
menu to select the next region, e.g., the Hearing Alternate Region.

CATS. Entering A Formal Complaint

Continued on next page
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Entering a Formal Complaint, Continued

Hearing Alter nate Region

Step Action
1 The Complaints Window displays with Hearing Alternate Region
datafields.
BE COMPLAINTS [ O] <]
Docket [BREE Complainant Name [Myers. Mr. Doug
Stage |Pre Complaint Social Sacurity Mumber (444-00-0000
Hearing <
Diate Haaring Hequestad
Source of Hearing
Diate Agency Matified
Diate Agancy Forvardad Filas
Hearing Dacket Mumbar
Diate Hearing Completad
Diate Al Merit Decisian Decision |
Diate Agency Recwd Al Merit Decisian
Diate A Comacive Action Decision Decision |
Diate Agency Recsd AJ CA Decisian
2 Enter dates and datain the data fields using the LOV or typing in
the information.
3 Inthe Hearing Alternate Region, click the drop-down menu to
select the next alternate region, e.g., the Final Action No Hearing
Alternate Region.

Continued on next page
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Entering a Formal Complaint, Continued

Final Action No Hearing Alter nate
Region

Step Action

1 The Complaints Window displays the Final Action No Hearing
Alternate Region datafields.

B COMPLAINTS B ES
EEe fﬁ Complainant Mame [Myers. Mr. Doug
Stage ]PFE Complaint Social Security Number [444-00-0000

FAD Source
Dates Dates

FAD Requasted Forwarded ta ComptRap
EED Becwd FAD Reg Becaived by Campi-Rap
FAD Reqg Fawarded AG Implamentation Letter Forwarded ta Org
Agency Recaned Reg Dracision Forwarded for Legal
FAD Due Decision Becaived frm Lagal

FAD Type I [ Merit " Compensatary Damages

| I Atiomey Fess I Mon Compliance

Fal Date Decsion

Final Action Clasure |

2 Enter dates and datain the data fields using the LOV or typing in
the information.

3 Inthe Final Action No Hearing Region, click the drop-down
menu to select the next region, e.g., the Final Action After
Hearing Alternate Region.

Continued on next page
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Entering a Formal Complaint, Continued

Final Action After Hearing Alternate
Region

Step Action

1 The Complaints Window displays with Final Action After
Hearing Alternate Region datafields.

&= COMPLAINTS

Diocket E Complainant Mame [Myers, Mr. Doug
Stage |Ptu Complaint Socinl Secunty Number [144-00-0000

iFinaI Action After Hearing

Final Action Source

Daotes

Final Action Dug

Fomwarded to Compl-Rep
Feceived by ComplHep
Implementafion Lefier to Oy
Decision Forwerded far Legal
Decision Received from Legal

Final Action Dede Decision
Final Action Closure

2 Enter dates and datain the data fields using the LOV or typing in
the information.
3 Inthe Final Action After Hearing Alternate Region, click the

drop-down menu to select the next region, e.g., the Civil Action
Alternate Region.

Continued on next page
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Entering a Formal Complaint, Continued

Civil Action Alternate Region

Step

Action

The Complaints Window displays the Civil Action Alternate
Region data fields.

B COMPLAINTS =l

Docksat E Complanant Mame |Myers. Mr. Doug
Stage |Pru Complaint Socinl Securty Number |444-00-0000

Civil Action

Dates

Chal Action Filed
Agency Motified
Agency Closure Confirmed

Enter dates in the data fields using the LOV or typing in the
information.

In the Civil Action Alternate Region, click the drop-down menu to
select the next region, e.g., the Consolidation Alternate Region.

Continued on next page
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Entering a Formal Complaint, Continued

Consolidation Alter nate Region

Step Action
1 The Complaints Window displays the Consolidation Alternate
Region data fields.
S8 COMPLAINTS M= E]
Docket m Complament Name [Myers, Mr. Doug
Stage IPru Complaint Sosial Securty Number [444-00-0000
TR

Records in Set

Date Consalicated

Farent Docket Number |

Stege Consolideted |

Dete ComptRap Motfied

Consolidafion Description [

2 Enter dates and datain the data fields using the LOV or typing in
the information.

3 In the Consolidation Alternate Region, click the drop-down menu
to select the next region, e.g., the Closure Alternate Region.

Continued on next page
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Entering a Formal Complaint, Continued

Action

The Complaints Window displays the Closure Alternate Region
datafields.

R COMPLAINT S [_159]

Docket E Complamant Name [Myers, Mr. Doug
Stage |Pre Complaint Sacinl Security Number [444-00-0000
|
Drate Complamt Closed 1

Description

Enter dates and datain the data fields using the LOV or typing in
the information.

Closure
Alter nate
Region
Step
1
2
3

In the Closure Alternate Region, click the drop-down menu to
select the next region, e.g., the Class Action Alternate Region.

Continued on next page
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Entering a Form
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al Complaint, continued

Class Action Class Actions;

Alternate .
Region

If a case becomes a class action, check the Class Agent Flag in the
Pre-Complaints Area and fill out the class data accordingly.

If the case is later deemed NOT to be a class action, remove the class
Agent Flag (Pre-Complaints Area) but leave the data entered in the
class section for history.

Step

Action

The Complaints Window displays the Class Action Alternate
Region data fields.

FECOMPLANTS Sk
Docket @ Complainant Mame [Myers. Mr. Doug
Stage |F‘rE Comploint Social Sacurity Mumber (444-00-0000
Diates
Filed Farmal Class Diate Clase Membere Notified

Faorwarded to EEQC | Murnber of Complainants
Agenicy Brefta EEOC |
Diate Al Cart Deacision Decision J

Date Agancy Beceived
Hearing Date

Diate AJ Decigion Decizsicn J

Data Aganey Fecaived |

Complaint Paopla I Claims | ADR Corrective Actions Appeals

Agency Appeals I Person |

Enter dates and datain the data fields using the LOV or typing in
the information.

Save your work.

Click each Taskflow Button as appropriate. After completing each
selection, save your work and select the next Taskflow Button as
needed.

Continued on next page
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Entering a Formal Complaint, Continued

Closur e Alter nate Region
Taskflow Buttons (continued)

Taskflow Button Description/Action
Complaint With the cursor in the Role Column, click the drop-down
People menu and select arole. Complaint People can have

multiple roles.

-

-] B3M Stan Dat

With the cursor in the Name Column, use the LOV to
select the name. Input aStart Date.

¢ Example:

“orwplaint People 1 Danme, Ms, EQY 111-99-0000

Fole MNam@ B3N Stan Date End Diate
_"‘l.q]enqr Representativ 10.7 on 8.1, Mr. Joe 0. Joey) 111119087

Continued on next page
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Entering a Formal Complaint, Continued

Closur e Alter nate Region
Taskflow Buttons (continued)

Taskflow Button Description/Action
Claims See Chapter 3, Initiating a Pre-Complaint, for entering
Claims data (Claims, Bases, and I ncidents).

B Claims Docket #1 Ambrosini. Aobesto

Moed Accept/

| Dismiss AG
Claim Claim Date Phase | Claim Source AG Al Appesl
T = r
I
| .
i r
= =
ais Yalug Statute a'::ing:J
ADR Usethe LOV to enter datain the Stage, Resource,
Technique, and Outcome datafields. Enter datesin
Date Started and Date Ended.

EEADR: Deed Armstiong, Mr. Jack B 999-08-9888

r Alternative Dispute Resolution (ADR)

Stage Utiized |

Diate Starad
Diate Enclad

Resource |

Technigue |

Outcome |

Continued on next page
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Entering a Formal Complaint, Continued

Closur e Alter nate Region T askflow Buttons (continued)

Taskflow Button Description/Action
Corrective Corrective Actions Details
ACU OnS 5 Corrective Actions 1 Dunne, Ms. EOY 111-99-0000
Comectve Action Source
Diate Last Compl Fepont
Date Closed |

Compleint Docket Mumbar
Appasl Dockat Number

| Comective Action Details

I Action Arn Diue Diste Crder Diate FeguestDate  Complete Dats
A
&,
]
{
[
sl I i
Scroll to the right to view the remaining column
headings.
Corrective Actions Details by moving the scroll bar to
theright.
I Comrective Actions 1 Dunne, Ms, EOY 111090000
Conective Achon Source
Date Last Compl Repont
Dale Closed |

Complaint Docket Numbar
Appesl Dockel Number

| Corrective Action Details

Phase Diescnpton

Click the Corrective Alternate Region drop-down
menu and click on PFE and Non Compliance Alternate
Region.

Due Date OrdarDate Reguest Date  Complete Date

| | 1

Continued on next page
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Entering a Formal Complaint, Continued

Closur e Alter nate Region T askflow Buttons (continued)

Taskflow Button Description/Action
The PFE and Non-Compliance Window displays

= Corrective Actions 1 Dunne, Ms. EQY 111-99-0000

Correive Action Source
Diate Last Compl Repont
Date Closed
Compleint Dockat Number
Appesl Docket Number
| PFE and Non-Compliance
Petition for Enf MNon Compliance
Dockat Number i ComplFep Reg |
Dates Diates
Fecenead Agancy Notified
Agency Brief Due EECQ ReqData
Agency Bried Org Forwarded Data
Diacisian Diecistan Implemeantad | ] I
£ EET | x

Continued on next page
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Entering a Formal Complaint, Continued
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Closur e Alter nate Region T askflow Buttons (continued)

Taskflow Button Description/Action

Appeals Appeals Details

Appealed Ta ||
Appeal Reason

Appeal Date
Source Dacision Date

Diacket Number

Date Org Notified

[Appeal Details v

r Case Files

Agency Received Request
Case Files Due
Case Files Forwarded

Briefs
Dates
Agency Recened Appellant Brisf
Appellant Briet Forwarded fo Ong
Orgenization Forwarded Brief to Agency
Agency Brief Dus

Agency Brief Forwarded

r Appeal Decisi
Dates

Appeal Decision
Agency Recaived Decision
Forwarded to Oy

Decision

Click the Appeal Details Alternate Region drop-down
menu and select Request for Reconsideration.

=2 Agency Appeals dvm-marl-1 ACODEWD, PERS0

Appeal feason |

Appeal Dete
Source Decision Dete

DocketMumber |

B Agency Appeals dvm-marl-1 ACODEMD, PERSO

Appeal Feasan |

Dackst Number |

Appesl Date
Source Decision Dete

{ Request for Reconsiderotion 5

FFR Dacket Number |
RFA Requested by |

Dates

Agency RFR Filing Due

RFR Date

Agency RFR Brief Due

RFR Forwarded 1o Org

Org Forwarded RFR o Agency
Agency Forwarded RFR 0 OFO

Date RFR Decision
Agency Received RFR Dacision
BFR Dacision Fowarded 10 Org

Dizcision

¥
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Continued on next page
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Entering a Formal Complaint, Continued
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Closure Alter nate Region Taskflow Buttons (continued)

Taskflow Button

Description/Action

Agency Appeals

Agency Appeals Details data fields

=2 Agency Appeals 123123123 Sanhawgo, Bruce

Appesl Feasan ]

Dacket Number |

Appesl Dale
Sowrce Decision Date

Agency Appeal Details &

 Case Files

Briafs

Dites

Agency Recsned Frequest |
Case Files Dua

Case Files Fomarded |

Agency Biief Fowardad
Agency Recened Appellant Brief

Agency Brisi Dus

- Appeal Decision
Dates

Appeel Decision
Agency Received Decision
Forwarded o Org

Decision

Click the drop-down menu and select Request for

Reconsideration.
E.ﬂ-mnc.v Appeals dvm-marl-1 ACQDEMO, PERSO
Appeal Feasan |
Docket Number j

Appeal Dats
Source Decision Date

The Request for Reconsideration Window displays.

= Agency Appeals 123123123 Sanhawgo, Bruce

Appeal Feasan |

Diocket Number ]

Appesl Date
Source Decision Date

Request for Reconsideration B3

FFFR Docket Mumber ﬂ

AFR Requested by |

Dates

Agency RFR Filing Due

RFR Date

Agency RFR Briet Due

RFR Forwarded ta Org

Org Forwarded RFR to Agency
Agency Forwarded BFR 1o OFO

Date RFR Decision
Agency Received RFR Decision
RFR Decisian Forwarded ta Org

Decision

CATS. Entering A Formal Complaint
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Mod 14, Chap 4, page 18



Entering a Formal Complaint, Continued
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Closure Alter nate Region Taskflow Buttons (continued)

Taskflow Button Description/Action
Person The People Window displays.
— Iia:na 5
|F_::t Unknown Gender j H"B.:;:r:: :
F‘T:: !—“ Social Secunty |
Suflix 1 Employes
Iiddie 1 Applicant
Personal Information
3 Age !
Matianality Slatus
‘Work Telephone Email |
hail To I Hae Dissbi
Drate Last Verifn_!d
Effective Dates
. o |l
Validate i
Address I Phanes I Extra Information |
Click on <Address> and <Phones> to update the
ﬂz information.
l Note: Do not use:
 <Extralnformation>
Or
« <Validate>.
5 After you complete the appropriate Taskflow Buttons,
save and exit.
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